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Overview:

Welcome to the New Features Guide for ASAP.gov. This guide provides an overview to
you, the Payment Requestor, of new features available in ASAP.gov. The New Features
Guide includes:

Getting Started:
+ Browser Requirements/URL — Defines the browser requirements in order to use
ASAP.gov and the URL.
# Single Sign On — Users only have to enter their User ID and Password once.

General Navigation Features:

* Homepage — Once signed on, users are presented with a multi-faceted
homepage with Messages and Notifications.

¢ Drop down menus — Drop down menus allow the user to navigate throughout the
site.

# 3to 4 Step Process — Each function within ASAP.gov has only a three (3) or four
(4) step process in order to complete.

* Find Feature — If a user has forgotten the specific ID of the Recipient or the
Federal Agency, they have available a find feature that will assist them in
searching for the specific ID they need in order to complete a transaction.

# Paging — ASAP.gov has a paging feature in order to present data to more
efficiently and organized.

# Display Selection Criteria — Users will now be able to see exactly what was
entered in order to retrieve a specific set of data.

® Shopping Cart Feature — Users can create a “Shopping Cart” of Payment
Requests.

* Help — An interactive online guide will assist the user step by step through a
specific transaction.

* Linked Profiles — Whenever an account ID, Recipient ID, or Agency ID is
displayed, the user will be able to click on that particular ID and view the profile.

Initiate Payment Request:

# Manage Remittance Data — Users can add remittance data for each payment
request. In addition, users can divide up the specific payment request into
multiple remittance codes.

# Creating, Using, and Deleting Templates — Users can now create, modify, and
delete payment templates. This allows users to use the same template over and
over again for payment requests.

Payment Schedules:

# Create a Payment Schedule — Users can schedule a payment request for up to
one year in advance. In addition, users can also set recurring payment
schedules for weekly or monthly time frames.

+ Modify Payment Schedule — Users can modify or delete previously created
payment schedules.
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Inquiries and Reports:
#* Inquires — Users have immediate access to same day inquiries on their
transactions in a variety of downloadable formats.
* Reports — Users can access reports for all activity, up to and including the
previous business day, in a variety of downloadable formats.

Notifications:
® Users can retrieve notifications that are specifically created for them. Users can r
eceive emails directly from ASAP.gov.

This document only describes and explains the new features of ASAP.gov. ltis
assumed that the user has experience using a web-based application and is familiar
with the legacy ASAP System. Users also have access to online help at every step
of a specific transaction, which explains in detail what the user needs to do in order
to proceed to the next step and to complete the transaction.
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Logging On:

Browser Requirements
ASAP.gov supports:

Internet Explorer 5.x, Internet Explorer 6.0
Netscape 4.x*, Netscape 7.1

Note: ASAP.gov does NOT support Netscape 6.0
* Exceptions to Netscape 4.x: Persons needing a Section 508 compliant version

must use Internet Explorer or Netscape 7.1.

Single Sign On

7} ASAP.gov Login - Microsoft Intermnet Explorer

File Edt View Favorites Toole Help |
= =
S o R A T L e PR R e S
Back Femiean Stop Refresh Home: Search  Favortes  History PFrint Edit Dizcusz  Messenger
Address I@ =GETESMAGENTMAME=$5M $EE IMMIKMyTINZFRJSEE 377IVRoRS sk 0ZopplAa2byGa=ETARGET =hitps: /#ga.azap. gov/ASAPGov/ j 6}50
Y
‘ ASAP.gov
Automated Standard
Application for Payments - on
the Wb
Log On to ASAP.gov
User ID : [
Password :
Lnnn
Having Trouble Logging On?
ASAP General =
Information
WARMING: This iz an Official United States Govermnment System, which may be used only for autherized purpeses. Unautherized modification of any infermation
stored on this swstem may result in criminal prosecution. The Government may monitor and audit the usage of this system, and all persons are hereby notified that
the use of this system constitutes consent to such monitering and auditing. Unauthorized attempts to upload information or change information on this senice are
stricthy prahibited and may be punishable under the Computer Fraud and Abuse Act of 1936 and the Mational Information Infrastructure Protection At j
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Log On to ASAP.gov

[Tzer I .

Pazsword : Magnified View

Logon

Having Trouble Logging On?
ASAP Gene
Infnnnaﬁun

ASAP.gov offers users a single sign on page as shown above. The URL for
signing on is www.asap.gov. User IDs and passwords are assigned to users
upon enrollment. Remember, when logging in, the password IS CASE
SENSITIVE. After three (3) attempts with the incorrect password, you will have
to call the ASAP hotline in order to get your password reset (1-804-679-8384,
ASAP CBAF Help Desk), as ASAP.gov will lock your User ID.
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General Navigation:

Homepage

E.I"n'ii.“.l'fjf_'l'u’ Menu - Microsolt Inlemel Eaplmer
Bl Edt ew Fovoies Took  Hep

—-
=2 Jakn Dae
BLILD CURRENT LYCLE DATE ARG, TI i evsiiy
2034045 ANE3E0na ASAPQGV

Peyrnert Reduests | Federal Agency Furctions W sl
flanagemen Servioe

HOME

Enrolirnents

User Name and

Organization

Homepage Messages

 Usar Documantation
m 30 Dnline authorizations swaiting certidication
4 Batefl authorizations with & 1olal of 63 authon zations
Application Drop- i o i
R i Broadcast Messages
Down Menus 40 nofifications abaiing revies 9

Broadcast msﬁagﬂs/

ASAP.GOV will be down for system maintenance from 11pm Thursday November 27 until
4am Friday, November 28

=l

When a user signs on to ASAP.gov, their user name and organization appears at
the top of the page. In addition, they will be presented with two (2) different types
of messages; Broadcast Messages and Homepage Messages, as displayed
above.

Broadcast Messages are general messages to all ASAP.gov users and are
displayed at the bottom of the Homepage. Announcement of a Federal holiday
or a scheduled system outage are examples of a Broadcast message.

Homepage Messages notify select users that items are awaiting their action and
are displayed as links. By clicking on the Homepage Message, the user is taken
to Step 1 of the pending action. Homepage Messages are different than
Broadcast Messages as they are only displayed to users qualified with certain
roles (i.e., Certifying Officer).
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Drop Down Menus
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Mimie LG OFF

BUILLD: CURREHNT CY'CLE DATE:

Magnified View
2003.10.15 10/21/2003

Enroliments | Payinent Reguests E

ShEES VEmpiEts Moving the cursor over “Payment

Requests” activates the drop
down menu

Modify Payment Schedule

ASAP.gov allows the user to choose the transaction type they would like to
complete by using drop down menus. The drop down menus follow the user
throughout the application. Moving the cursor over a specific menu title activates
the pull down menu. Above is a typical pull down menu available for Payment
Requestor Organizations. A user only has to place the cursor on the desired
menu option and click once. Each user will only have access to those functions
for which they have been enrolled. For example, a Payment Requestor will not
have access to any of the Federal Agency options.

If a user is in the middle of a transaction (i.e., a Payment Request), choosing a
menu option will cancel that activity and take the user to Step 1 of the selected
menu option. For example, if a user is on step 3 of 4 of Initiate a Payment
Request and chooses Create Template from the above pull down menu, a pop-
up appears warning the user that they are about to cancel their specific
transaction. If the user clicks “ok”, then Initiate a Payment Request will be
cancelled. The exception to this is when the user chooses a menu option when
at a confirmation step (usually step 4....see the below section entitled “3 to 4 step
process” for more information).
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Three (3) or Four 4) Step Process

! Irekiae Pagment Regwess - Miciozolt bnbesmet F aploe

Fle Edl ¥ied Fawites Inde Heb

£ . @ O o dla W o3 3 6.3

_Ba.h. o Shop H:_l'l_t_:h o= S:gch Fn-.\_:h'h:t Hm_-.: Firt: Edi Dhscuss h:lt:ung_cf
A_dﬂ‘\t&|g'| hip AL asap oo B APGime j e

T =]
= Jodom Do e

AL CURAENT CYGLE DATE: AR Ui ersity ‘
mOAA0Am 1imagmed ASA F‘.gmf

3 5 T T ;. LLE. Department ofihe
L A I
Waraganar Sarvice

Initiate Payment Request

Enrollmerds | Peayne Resuests

Step 1 of 4
Retrieve Accaunts

Eriar ona or moma of tha followeing

Recipent 0 @
acrregon [ o G

Accourd |0 (e padial |

Ot

Salact a Template : [—Hone— =

Spacify Payment Infarmalion
= Bawmand Fasest Tura | —Clalac— =l
S |a Inere

Initiate Payment Request

Step 1 of 4 Magnified View

Retrieve Accounts

ASAP.gov is designed so that each function either has 3 or 4 steps. The last
step is always the confirmation step. For example, for the above transaction,
Step 1 is Retrieve Accounts, Step 2 is Enter Payment Transactions, Step 3 is
Review Payment Transactions, and Step 4 is Payment Transaction Confirmation.
Within ASAP.gov there are no more than 4 steps to complete any transaction,
although there may be substeps within a transaction.
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Find

; Irefiale Pagment Reguess - Miciozolt bnfesmet F sploe

Bk Edi Maw Fawoiee Inde Heb
L . o=+ @ & o | a4 «w @ 9 = . =
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P ol Da e
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bt ene
WeraEgara Sarvicu

Initiate Payment Request

Enrollmers | Paien Reauests

Step 1 of 4
Retrieve Accounts

Eniar ona or mora of tha folloeing

Recipent (D m
scrregon [ o

Aneourt I (ot partialh ||

i}

Salact & Template | —Mone— =

Spacify Payment Infarmalion
* Pawmard Raiest Twra [ —Salac— =l
S o Ineme

Enter one or more of the following

Recipient ID :I w Magnified

View
ALC / Region :I ,fl m

FIND button assists the
user in identifying the
Recipient ID

While conducting a transaction, ASAP.gov allows the user to search, based upon
specific criteria, if they are unsure of the data to enter. For example, in the above
illustration, a find button is located next to Recipient ID and ALC/Region. If the
user does not know the Recipient ID, he/she can click “Find” and be presented
with a pop-up window, as displayed below, which assists in identifying the
Recipient ID. Once the user fills in the criteria and clicks “Continue”, they are
presented with a list of Recipient IDs matching the criteria. The user selects the
desired Recipient ID from the list and clicks “Apply”. The Recipient ID is
displayed in the Recipient ID field.
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a Find Recipient ID - Microzoft Internet Explorer

( ASAP.gov

.5, Department of the Treasury

Finzncial Managemert Service
Find Recipient ID

Enter one or mare of the following:

Recipient Name {or partial) ||
State :I—Nu:me— "I
Organization Type : I—Nune— j

Enter Criteria and
Click “Continue” to
Retrieve a List of
Recipient IDs
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/J Initiate Papment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help | -
G AL s B S T
Back Fanxard Stop Fiefrezh Home Search  Fawvortes  Higtory Frint Edit Dizcuzz  Messenger
Address I@ hitps: #ft. azap.gov/ASAPGov/ j @Go
LT oTE LU I R ) S | L L) L L L) ) = S
COMTROL ACCT TEST - - |
RAYY OYSTER BAR FUND P $
COMTROL ACCT TEST - o |
SPINACH SUCKS LEGISLATION  =P®! ¥
CREATETEST REGULAR! Open | §0.005 |
CTRL1 Open | $0.00
CTRL1 - o |
CTRL1-A Ren ¥
CTRL1 - o |
CTRLI-B Ren ¥
CTRL1 - - |
CTRLI-C P 5
CTRLI-KFG Open $0.00
CTRL1-KFG - o |
DETAIL ONE Ren ¥
Pages: 123
D O G CITIIED
4| | |
&) [ |5 (4 Intemet
Pages of Information
Pages: 123 —— 9

CID O O CIIIID

ASAP.gov uses a paging feature. If a user retrieves a listing of accounts, the
number of accounts may exceed what can fit on a single page within the

browser. Each page will display up to 20 account lines. In the above example,
there are 3 pages. Users will always know which page they are one by looking at
the display. In the above example, the user is at page one (in black) and page 2
and 3 are displayed as links. The user can click on the linked pages to be taken
to that page.
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Display Selection Criteria

A Initiles Pagment Regisaslz - Miciosoll Intenet Esplonar

Ele Edt e Fowole: Took:  Hep

o G AR e I e e

Hack From i Sl Pty Hone Seach  Favoilee  Hisol Firl Ed Digouas Messanger
Adrecs |E| hilpa /1. msep goud SAP o/ j ‘I.:‘E':'

LOG e r

Homs Tekn Daie
BUIL D CURAENT CTELE DWTE, AR Thade ersdty
HO3A0A0 1103EHE AS APF.gov

AT e T A T e

Wenage men Service

Initiate Payment Request

Step 2 of 4
Enter Payment Transactions

| 3y celeclion Cntena

Payment Request Type © Indsidual
Paymert Methad : ACH
Bank Relationship : ACHF
Requested Sentlement Date @ 110402005

¥our crilena maiched 55 account (=]

20 accounts ral shown because they are unavailable for paymeant or dready selected B
i : I _I_I
£] | A o s
Step 2 of 4
Enter Payment Transactions Magnified View

Display Selection Criteria

\

Link Shows Specific
Criteria Used in Step 1

of the Transaction

In most cases, Step 1 of a transaction requests users to specify certain criteria in
order to conduct a transaction. On subsequent steps, users have the ability to
see what specific criteria they used in Step 1 by clicking the link “Display
Selection Criteria” (which is always located under the step number and the
description of the step as indicated above). Clicking this link will bring up a pop-
up box as shown in the example below.
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Enrollments Payiment Requests Federal Agency Functions

U.5. Department of the
Tremsury Financial

tanage mert Service
Initiate Payment Request

/2] Initiate Payment Request - Microsoft Internet Explorer

Initiate Payment Request Selection Criteria

Recipient ID : 1140050
Agency Location Code / Agency Region Code: 55552222

Your criteria matched 55 account(s)

24 accounts not shown because they are unavailable for payment or already selected

Recipient : REC FOR FMS TESTING D (1140050)

= A F Iyl [}
4

»

Magnified View

a Initiate Payment Bequest - Microsoft Internet Explorer

Initiate Payment Request Selection Criteria

Recipient 1D : 1140030
Agency Location Code f Agency Region Code; 55552222

/  Close

Pop-up Box Displays Selection Criteria
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‘Shopping Cart’ Feature

] Ireificle: Pagment Beqeest: - Miciosol Inteinet Eaplonar

Fée Edit Mas Fgwoobe: ook  Hep
LT R R B A - TR T B R B
Hack bt Slog Pty Hone Seach  Favoilee  Hisol Firl Edit Digouas Messanger
A e |£| kit il asan oou ABSAP Gow/ j .I':'E':'
i LOG e r =
Homs JaknDiae
BUILL CURAENT CTELE DATE, ABC T ni ersiiy ‘
#003.10.18 110 A0 ASHPQG\'

Initiate Payment Reguest

Step 3 of 4

Review Payment Transactions

Payment Requast Type © Individuzl
Paymert Method @ ACH
Bank Felationship @ ACHE
Requestad Setllemenl Date :

1140452003

LB, Deparimert of {bm
Traasry Rreroia
Wnagemerm Servine

S | Inbare
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/J Initiate Papment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help

L A D a @ @ a8 o
Back Fanward Stop Refresh Home Search  Favortes  Histary Prirt Edit Dizcusz  Messenger
Address I@ hitpz: //ft. asap. gow/ASAPGow/ j @Go

-

Payment Request Type : Individual
Payment Method : ACH
Bank Relationship : ACH#
Requested Settlement Date : 11/04/2003

Recipient : REC FOR FMS TESTING D {1140050)
Federal Agency : FPA FMS TEST D (555652222)

Cash on Hand : § - 1,001,555.00

Row Account ID Account Requestor Reference Available e T 5 Remittance

# Status Number Balance Data
ABCKYT Open | §1,142056.00 ¢ [1, 000, 000. 0O
AUTHTEST Open | $148,179.023 [1, 555. 00

oD o
&) N

Magnified View

The Add More Accounts button (as shown above), appears on step 3 of Initiate a
Payment Request and will return you to Step 1 where you can enter selection
criteria to retrieve additional accounts. When you return to Step 1, the
transaction you just entered will be temporarily saved in a “shopping cart” and
you will not be able to update certain criteria. However, you will be able to view
your transaction set at any time by clicking the View Pending Items button
located in the upper right corner of Steps 1 and 2, as shown below. The “item
count” shows the # of items in the shopping cart. This feature is only available in
Initiate a Payment Request.
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/J Initiate Papment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help -
Step 1 of 4
Retrieve Accounts
ltern Count: &
Enter one or maore of the following
Recipient ID :I m
ALC / Region :I ;I m
Account 1D (or partial) :I
Specify Payment Information
* Payment Request Type : Individual
* Payment Method : ACH
* Bank Relationship : ACH#
* Requested Settlement Date : 10/24/2003
Reguestor Reference Number I
CID CTD CITIED
‘&] Done ’_’_E B Intemnet
R start| @chn..l @NE...| Mic...l [Un...l @Mic...”@lni___ @|niti...| iy s ST SO R 11:54 M

View Pending Items

ltern Count: &

/

Number of Items in the
‘Shopping Cart’

Magnified View
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Help

ASAP.gov HELP is an Internet-based Help system available to all users via the
ASAP.gov application. It provides access to extensive information that is
organized to facilitate quick and easy look-up and is comprehensive to answer all
guestions concerning the new ASAP.gov Internet application. A readily-available
Table of Contents and complete Glossary of ASAP.gov terms are also on hand
for the user’s aide. Help is also convenient in that special navigational features
make the system easy to use. As an example, by right clicking anywhere in a

window, you can print the Help page.

Access

ASAP.gov Help can be accessed two ways: 1) Through the burgundy
flyover menu entitled ‘Help’, located in the Header, and 2) Through the
blue ‘Help for this Step’ or ‘Help for this Page’ buttons located on the

bottom of each transaction screen.

1)
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2)

Tl Ir#tska Paytrend Begunsts - Sirrresit Intermet Eapiores

Pl ER en Peeaism Tous g (o= S E A DEEI N SR HE Unka

Blep 1 ofd
Retrieve Accaurts

Emiar one or e al t follrwing

Recqueni 10 =
Ar R | AT

Arcramt D (el

arkwt a Termpias | | —Fore— =

Spvu e Parpwrwa il Dwkoar ol body
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) el T
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Warking Far 1187862

Infiate Fayment Request

When entering Help from the flyover, the user is provided the opportunity

to choose the home page for a function, such as payments or
authorizations, or for the Help system itself. However, if the user
to enter from a ‘Help for this Step’ or ‘Help for this Page’ button, a
comprehensive explanation and description of the displayed Step
provided.

‘Help for this Step’ & ‘Help for this Page’

chooses

will be

One of the most unique and exciting features of the ASAP.gov system is

the extensive information provided for the user to fully understand

and

complete each unique transaction step within ASAP.gov. When the user
selects the ‘Help for this Step’ and ‘Help for this Page’ buttons, step-

specific information is displayed. Help breaks down the step and

defines

its purpose, actions, terms, and buttons to support the user during the

transaction.
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4 Oick Coafines.
ASAP TERMS FOR THIS STEP ]

Definitions for the following terms are available in the Glassary. When you click on a term below, a definition will bie provided.
To return to this page, simply close the browser window that has provided the definition, This can be done by clicking the % in
the upper right-hand comer of the windaw:

NT ID

LC/REGION

ACCOUNT ID

TEMPLATE

PAYMENT REQUEST TYRE

PAYMENT METHOD

BANK RELATIONSHIP

REQUESTED SETTLEMENT DATE

REQUESTOR REFERENCE NUMBER

BUTTONS & LINKS FOR THIS STEP

[[Fina ) A uility associated with helping find specific information for enterable fields,
usually in specifying selection critetia

This buttan will advance you ta the next step

Opens HELP in a new browser window, which gives information specific to the
conesponding ASAP.gov Step

{or partial) This is & link that displays a description of how the ‘or partial' function behaves
When you do not know the exact entry, you can retrieve a list by using wildcard
characters (% and ) that will precede of follow a set of data. See
FREQUENTLY ASKED QUESTIONS for more

MEXT STER

PROCEDURES

TIPS & TRICKS

BACK TO TOP

ERROR MESSAGE EXPLANATIONS

PAYMENTS HOME

_EE]DDHE [ & 4 memet 4
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Linked Profiles

/J Initiate Papment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help | -
@ =8 @ @ o Qa @G o3 g9 = . H
Back Fanward Stop Refresh Home Search  Favortes  Histary Prirt Edit Dizcusz  Messenger
Address I@ hitpz: //ft. asap. gow/ASAPGow/ j @Go
Payment Request Type : Individual
Payment Method : ACH
Bank Relationship : ACH# -
Requested Settlement Date : 11/04/2003 - ID LI nkS
Recipient : REC FOR FMS TESTING D (1140050}
Federal Agency : FPA FMS TEST D (555652222)
Cash on Hand : § - 1,001,555.00
Row Account Requestor Reference Available Remittance
# ot Status Number Balance e (egresiag Data
B4 sBCxyz Open | §1,142056.00 ¢ [1, 000, 000. 0O
AUTHTEST Open | $148,179.023 [1, 555. 00
=D oD
&) N
Magnified

Recipient : REC FOR FMS TESTING D {1140050) View

Federal Agency : FPA FMS TEST D (55552222}

Within ASAP.gov, users can click on IDs (ALC, Recipient, and Account) and
bring up the specific profile in a pop-up. Examples of these links are shown
above. An example of the ALC profile pop-up is shown below.
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; Federal Agency Profile - Microsoft Internet Explorer H=E I
Federal Agency Profile

Name FPA FMS TESTD Federal Agency
Agency Location EEEEI077 Profile POp-Up
Code/Region Accessed by
City WASHINGTON Clicking ID Link
State D
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Initiate Payment Request:

Managing Remittance Data

/J Initiate Papment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Toolz Help

@ @ B 4 QA M I3 9 5. =

Back Fanward Stop Refresh Home Search  Favortes  Histary Prirt Edit Dizcusz  Messenger

Payment Request Type : Individual
Payment Method : ACH
Bank Relationship : ACH#
Requested Settlement Date : 11/04/2003

Recipient: REC FOR FMS TESTING D (1140050}

Federal Agency : FPA FMS TEST D (555652222)

Cash on Hand : § - 1,001,555.00

Row Account Requestor Reference Available Remittance

Address I@ hitpz: //ft. asap. gow/ASAPGow/ j @Go

# gceanin Status Number Balance ot (R esitad Data
ABCKYT Open | §1,142056.00 ¢ [1, 000, 000. 0O
AUTHTEST Open | $148,179.023 [1, 555. 00
=D oD
&l [ [ 5 [ Intemet —
Magnified
View
Account  Requestor Reference Availahle Remittance
Amount Bequested
Status Humber Balance Data
QOpen §1,234 565,700.00 g

Payment Requestors, in ASAP.gov, have the option of entering remittance data
for each payment transaction. A Remittance Code is assigned by the user to
uniquely identify each draw from an ASAP account comprising an ACH summary
payment. Remittance Codes allow the Requestor to not only make a request at

the ASAP.gov Account level or Account Detail level, but also to break out
account/account detail-level draw by codes that are relevant to their
organization’s internal accounting or reporting needs.

each

The Remittance Codes and amounts will be passed to the Requestor’s financial

institution along with the ACH payment in an Electronic Data Interchange

(EDI)

transaction set which, in turn, may be passed on to the Requestor organization
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for automatic updating of their accounting systems. Remittance Codes are not
saved unless they are defined in a Template (see Template section for more
information).

The icon underneath Remittance Data (as shown in the example above), shows
that remittance data may be added for this payment transaction. Once clicked,
the user is taken to a screen and may enter as many Remittance Codes as
needed (as shown below). However, the dollar breakdown associated with each
Remittance Code must equal the total amount requested.

DML e 1T e s

Payrment Method : ACH
Bank Relationship | ACH#
Requested Settlemant Date ; 10/23/2003

Recipient : REC FOR FMS TESTING D (1140050)

Federal Agency : FPA FIMS TEST D (55552200

Account ID - ABCKYZ

Amount Requested $IIDD .00

Header
Guide :

E4563302 100.00
5

Tatal Amount : § [100. 00

Add New Remittance Code

Remittance Code Amount Requested

Users may enter as many Remittance Codes as needed, an optional header
guide, and amounts. Once the user clicks “apply”, the user is taken back to the
previous step and the “Amount Requested” field is filled in with the total and the
icon changes to a pen icon. (If the user had previously entered an amount
requested before going to the Remittance Data screen, the amount requested
would show on the Remittance Data screen. The below illustration, shows what
is displayed to the user, once the user clicks the apply button in the Remittance
Data screen. Notice how the Remittance Data icon has changed. The pen icon
indicates that Remittance Codes are entered and may be edited as necessary.
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/J Initiate Payment Requests - Microsoft Internet Explorer

File Edit “iew Favortes Tools Help |

S R A ‘fﬁ EE [ ‘ £ e  E
Back Fanxard Stop Fiefrezh Home Search  Favorites Hiztory Frint Edit Dizcuzz  Messenger
Address I@ hitps: /it asap.gov/ASAPGov/ j @Go

Payment Request Type : Individual
Payment Method : ACH
Bank Relationship : ACH#
Requested Settlement Date : 11/04/2003

Recipient: REC FOR FMS TESTING D (1140050}
Federal Agency : FPA FMS TEST D (55552222}

Cash on Hand : § - 1,001,555.00

Row Account ID Account Bequestor Beference Available e T 5 Remittance

# Status Number Balance Data
ABCKYT Open | §1,142056.00 § [1, 000, 000. 00 rd
AUTHTEST open | $148,179.02§[1, 555. 00

. N T —
Remittance
A tR sted ifi i
mount Hequeste Data Magnified View
|1, 000,000.00 7

New Features Guide Page 26 of 41 12/8/2003




ASAP.gov New Features Guide - Payment Requestors

Creating and Using Templates

; ASAPGOY Menu - Miciosofl Inbanned Exploes

Bk Edt Yew Favoie: Todr Heb

o T B W 8 F B =l

Haxh EALTL Stop  Heliesh  Home Seach  Faroiler Hishop Frin mil Denss - Messargal
Athesd [B] hips A asap g &S AP 7S meermASAPRONVER Ut HomesHome =] @6

Hame P00 Juhn Daw
BUILL. CURRENT CTCLE DATE: ABC Uni exsity
HORIOAS IR ASAPQGV

C - P LE. Dezsrimant =l iha
B e e
Hansoemnent Geryies

31 Cnline_authorizaions swaiing cetificatior e

d Baich sidborizations with & ioisl of 60 awdhorizsdions

Ailications awailing redew

Broadcast Messages

| hawe been one soguairdied wih the night. | hawe walked out in m@in - and back e, | hsee outwalked the funhest city ligh. -
Roks=r Frost

Some circumstanlial svid=rce is v=rp =irong, a= when you find & trout ke milk. -Thoreau LJ

Fd n-.-nmnlfedmuFuv:fiu'ul'l . 1 ;| 4 Irtens:

Payment Requests

Create a
Template

Magnified
View

ASAP.gov offers the option of making a payment request using a template (menu
option “Create Template” shown above). A template is a custom grouping of
accounts and account details built and maintained by the Requestor to allow
quick access to these accounts. Requestors can assign a unigue name to each
template that is created. Templates may contain accounts for multiple
recipients/agencies and may contain Remittance Data. For example, if a
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Requestor had five accounts from which they always make payment requests,
then the Requestor can group these accounts together in a template. Once
created, a template can be used each time when initiating a payment request,
instead of retrieving 5 different accounts.
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Modifying and Deleting Templates

; ASAPGOY Menu - Miciosofl Inbanned Exploes

Bk Edt Yew Favoie: Todr Heb

o T B W 8 F B =l

Haxh EALTL Stop  Heliesh  Home Seach  Faroiler Hishop Frin mil Denss - Messargal
Athesd [B] hips A asap g &S AP 7S meermASAPRONVER Ut HomesHome =] @6

Hame P00 Juhn Daw
BUILL. CURRENT CTCLE DATE: ABC Uni exsity
HORIOAS IR ASAPQGV

C - P LE. Dezsrimant =l iha
B e e
Hansoemnent Geryies

31 Cnline_authorizaions swaiing cetificatior e

d Baich sidborizations with & ioisl of 60 awdhorizsdions

Broadcast Messages

| hawe been one soguairdied wih the night. | hawe walked out in m@in - and back e, | hsee outwalked the funhest city ligh. -
Roks=r Frost

Some circumstanlial svid=rce is v=rp =irong, a= when you find & trout ke milk. -Thoreau LJ

annmnlhdﬁ.lluf’u‘v:ﬁu‘ul’l . i ;| 4 Irtens:

Magnified
View

Modify and
Delete a

//:? Template

Payment Requestors can modify and delete existing templates. In each
instance, the Payment Requestor will be asked to select the template they wish
to modify or delete from a drop down menu. Once deleted, a template cannot be
retrieved.
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Payment Schedules:

Create Payment Schedule

; ASAPENY Meru - Miciosofl Inbemet Exploies

Bk Edt Yew Favoie: Todr Heb
s R A TR I = e e
Haxh EALTL Slop Refiosh  Homa Seach  Favoilar  Hitop Frnl =1 Deies - Messsrgel

Athesd [B] hips A asap g &S AP 7S meermASAPRONVER Ut HomesHome =] @6

Hame P00 Juhn Daw
BUILL. CURRENT CTCLE DATE: ABC Uni exsity
HORIOAS IR ASAPQGV

r = - ILE. Dmperiment of iha
- @ i el e
Haragement Gervins

(T2 (Tl

d Baich sidborizations with & ioisl of 60 awdhorizsdions
= 1 ﬂ.E It e +1

Broadcast Messages

| hawe been one soguairdied wih the night. | hawe walked out in m@in - and back e, | hsee outwalked the funhest city ligh. -
Roks=r Frost

Some circumstanlial svid=rce is v=rp =irong, a= when you find & trout ke milk. -Thoreau LJ

annmnlhdﬁ.lluf’u‘v:ﬁu‘ul’l - - i ;| 4 Irtens:

Magnified
View

Create a Payment Schedule

One advanced feature of ASAP.gov is the ability for Payment Requestors to
create Payment Schedules for a specific account. A Payment Schedule sets up
a future date(s) (up to a year in advance) for a payment request, thus allowing
the user to set a series of dates without accessing ASAP.gov for each payment
request. After the user defines the account for which they wish to create a
schedule, the user will be asked for a schedule name, schedule dates, and
scheduled amount as shown below:
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5. Departmert of the
Treasury Financial

Enroliments | Payment Requests | Federal Agency Functions | Reports | Inguiries | Help

Management Service

Create Payment Request Schedule

Step 3 of4
Create Schedule

Payment Schedule - Account ID level

* Bchedule Name :I

* Schedule Status :IAdive 'I
* Bank Relationship :Iach#] *I

* Business Days Prior to Settlement :I_ (At least 1 and at most 32)
Settlement Dates : Add Specific Date :

[ TCD

Add Recurring Dates ;

Remove Selected Dates

Recipient : REC FOR FMS TESTING D (1140050)
Federal Agency : FPA FMS TEST D (55552222)

Account ID Account  Requestor Reference Availahle Amount Requested Remittance
Status Number Balance Data
ABCKYT Open | §1,242,056.00 g |

The user may also add recurring dates by clicking “Define” as shown below:

Add Recurring Dates :

This presents a pop-up screen allowing the user to set a recurring schedule by
either choosing monthly or weekly and setting the frequency. The start date and
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the end date refer to the start and end of the schedule. Following is an example
of the pop-up screen:

Define Recurring Dates

Start Date:l_;l_;l—D
End Date:l_,fl_,fl—lj

& YWaskly

Repeat every I—SE|ECT— 'I weeks on I—SE|EC1— 'I

& Manthly

Repeat every I—SE|ECt— 'I manths on the I—SE|ECT— 'I day on the manth

Scheduled dates falling on non-business dates should be :
™ Moved to the previous husiness date.
i Moved to the following business date.
= Mot Scheduled.

D C CIIIED

Once the user selects the frequency and the start and end dates and clicks
apply, the user is taken back to step 3 of 4 has the opportunity to review the
dates scheduled. It is important to note that if the available balance is not equal
to or greater than the amount of the scheduled payment request, when the
system attempts to initiate the payment based on the schedule date, the payment
request will be rejected. For more information on this feature, please review the
help section on creating a payment schedule.
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Modify Payment Schedule

View

Payinent Requests —

- Magnified
L=

ar

Modify a
Payment
Schedule

A Payment Requestor can modify a previously created payment schedule by
selecting “Modify Payment Schedule” from the drop down menu. The user
selects the name of the payment schedule to modify from a drop down list and
clicks “continue” as shown below.

Step 1 of 3
Select Schedule

Payment Request Schedule |—Se|eu::t—

EDLICATICN - A4,
8 15T AND 2MND SEMESTER

This takes the user to step 2 of 3, which displays all the dates and details of the
selected payment schedule. The user may modify the schedule, make the
schedule inactive or active, or delete the schedule.
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Inquiries and Reports:

Inquiries

E . 3
Fle Edi Miew Fawoies Tode H
| 3 o | a4 w @* 9 =F . =
Swp e Frirk 1. Discuzs  leassnger

Back e Flc_fl_t__:h :S:gch _Fuﬂ_:\n'h:t Hm_-.:

Atk ] hrps /1L asopucnwASAPG o % MUOCALE LIG-EN

Homa KRS Juhn Dns
BLILR CURRENT CYRLE DATE! ABC Uity
H0RAGIE Imweo0d ASA P,QCW

LLE. Departwent of tha
Traaoury Arancia
Misrsgsmsnm Ssrvics

ﬂ G

User Documentation

) o

| hawe Leen one acguainted wath the right. | haee walked odl i i
Hobed Frozt

i

Some cicumsiantal evidance s wary strorg, == whan vou find a browt nthae malk -Thorgao

=] jmvazort ieatureFuncimsl] WS | I
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Magnified View

stment Incuiry

file Imcquiirsy

Inquiries available in ASAP.gov are all listed in the drop down menu for Inquiries.
Once a specific Inquiry is chosen, the user is taken to the relevant data retrieval
screen. Once the criteria is entered for the Inquiry, the user can select the type
of format in which they wish to view the Inquiry. The following formats are
available to the user:

* HTML — Web based format, for immediate viewing

* PDF - Adobe Acrobat format (you will need Adobe Acrobat installed in
order to read this format)

® PDF.zip — Like Adobe Acrobat format above, but in a .zip file

# (CSV - A common database format that can be read by most spreadsheet
programs (Microsoft Excel, Microsoft Access, Lotus 123, etc.)

® (CSV.zip—Like CSV above, but in a .zip file

It is important to note that if the user wants to immediately view an Inquiry they
must select the HTML version. Once they select HTML, a message appears
stating that the Inquiry is in process and will be presented to the user when
compiled. The screen will refresh every 10 seconds until the HTML Inquiry is
completed. Large Inquiries may take several minutes to process. Several
factors impact how quickly an Inquiry is generated once the user submits it for
processing. These factors include the size of the Inquiry, the criteria involved,
and date parameters. The user has the option of retrieving the Inquiry later by
selecting the retrieve results option on the drop down menu.
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Format :I—Selectl Inquiry
5 = Formats
HThL
PDF
FOF-ZIP
CE
Cav-ZIF
If the user wishes to download an Inquiry, regardless of format, the user can
download or view the inquiry by accessing the ‘retrieve results’ portion of the
inquiry pull down menu.
A Reliigve Inquiy Results - Maciosofl Inlemn
Fle Edi Wew Favoer Took  Help .
L SR R - ERE R B B
Hack e Sioo Rty Hone Seach  Favoilee  Hisol Fird Edt Digouas Messanger
A e |£| bttt asan gou AP Go /! j ?ED
Home HEETEF JoknDia e
S ARCTN iy ASAP.gov Example
of
s ] ottt o] Kt vapemmmin W | «petri
i oot [l [ i | el Retrieve
Retrieve Inguiry Results Inq uiry
Results”
Delein Inguiry Kame Pages Size ) Date Slatus LIStIng
Ed Panent Bequestor nsuiey - [POE) 1 7E7 IVGROOMOSM 17 Completed
B rarment Bouest Stetus Inuine - PDF) 1 A3 I3 09:40:01 Campletad
Ed redesb ry Inniine - (HTh 1 OB 10022003 145502 Completed e
E Accounl Balance bepire - (HTML] i 537 DGOSR 13:25:54 Completed
Bl oot Proil nguirg - (HTTL) 1 11.04 OH24/2003 14:56.10°  Compleiad
H- Requesinr Inauiry - (HT 1 B55 DSVR4O003 10:41:33  Completad
Bd ‘ice Responze Avcounl Hierber bgdiry - (HTML) 1 B3 DG00I 153004 Completad
E Account Profila mguiry - (HTL] 1 OB 82003 13:03:13 Campleiad
ﬂ Arcont Statamend Inquiry - [HTWL) ] 0.00 CW0nd 10:22:55 Timed Ot 5
£} o= | S | s
Magnified
View
Delete Inquiry Hame Pages Size (KB) Date Status
E Payment Request Status Inguiry - (POF) 1 B.83 10/22/2003 09:40:01 Completed
E Federal Program Agency Inguiry - (HTRL) 1 9.858 10/02/2003 14:56:02 Completed
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Reports

] ASAPGIY Many - Micsozodt |nbesme! I sploe

Eke Edi ¥ies Faeoes  Tooe Help
e < e (s Sl - O T R - .|

Back [Fdege ] Aefiesh Sestch  Fawodbes  Heton Prirk | Diseuss  Hessenge
Ates |81 hrpsc /)t asac o AGHPG e 75 ceerm AP GOVEEor_HomeHoms =] PG
=
Honrg HHEERE JohaTne
BLILE: CURAEHT CYCLE [ATE ABC I miv e ridy
20034018 11Mmaad ASIAP-QG"‘

tnguiries | Hely LD

Traneury Firaraisl
Pisrmpgermem Ssrvics

User Documentation

4 Bigich authon zations wath 3 total of B0 guhonastions

aveait i::ﬁ cafification

7 Paymanpt regyasts -.m..'.h{'r:g Fayia

Broadcast Messages

| hawe Leen one acquainted weith the rught. | haee walked oul in rain -- and back n rain. | heve outveslked the futhest oy light -
Robed Frost

: _Eurrl-_:» cll:_urr.:urlh:_l ﬂ'r'iﬂﬂl:li:! i5 vary :I:_rur-q_ :H:_l.hhnn wou ﬁnd a braovt rl_tl_'-_u_n'iIL -Tharaau Ll
£ iavasorpt mstur=Funcioisl] | B | e
Magnified

View

Run Reports
Anency Functions | Reports .
Agency Functions [ Reports | Retrieve Reports

Z

Payment Requestors may run pre-defined reports at any time. Unlike Inquiries,
the pre-defined reports are not listed in the drop down menus. Once the user
clicks on “Run Predefined Report” as shown above, the user is presented with a
list of available reports (shown below).
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Step 1 of 3

Select Report Magnified
View

—Select— j

—Select— -

LAccount Settlement Report

: Select Report
Accounts With End Dates Fepot from the Drop-

Agency Account Transaction Repont

Agency Authorization Transaction Report | Down List

Agency Book Entry Adjustment Report

Agency Interstate Autharization Transfer Repont
Agency Payment Cancellation Reponrt

Agency Payment Reponr

Agency Fayment Report-ERA

Agency Synchranization Report hd ,

Each report has a unique data retrieval screen. Once the user selects a report
from the pull-down list, they are asked to enter criteria for the report. Reports are
generated in various formats depending the user’s specific needs. These
formats are shown below:

+ HTML — Web based format

* PDF - Adobe Acrobat format (you will need Adobe Acrobat installed in
order to read this format)

® PDF.zip — Like Adobe Acrobat format above, but in a .zip file

# (CSV - A common database format that can be read by most spreadsheet
programs (Microsoft Excel, Microsoft Access, Lotus 123, etc.)

# (CSV.zip — Like CSV above, but in a .zip file

Format :I—Select— TI

Report
Formats

Magnified
View

HThL
FDOF
FDOF-ZIF
o=
CEY-ZIF

Inquiries take precedence over reports in the queue, therefore it may take some
time for a selected report to be returned. Unlike Inquiries, Reports are not
available immediately using HTML. Several factors impact how quickly a report
is generated once the user submits the report for processing. These factors
include the size of the report, the criteria involved, and date parameters. To
retrieve a report, the user selects “Retrieve Report Results” from the pull down
menu. This option will take the user to a table holding all the reports the user has
requested along with relevant information. The user only needs to click on the
title of the report in order to view it or download it. Reports will stay on the list
until the user deletes them. In addition, a specific user’s report is not viewable to
other users.
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Delete Report Hame Pages Size (KB) Date Status
E Anency Payment Cancellation Report - (HThL) 1 774 10/09/2003 16:08:.16 Completed
E Payment YWarehouse Report - (FOF) 2 746 10/097°2003 10:02:08 Completed

Important: Data in reports is available for up to and including the previous
business day. Inquiries will include same day information if requested.
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Notifications:

Magnified
View

Notifications

ASAP.gov users may retrieve naotifications using the Reports drop down menu.
(Homepage Messages and Broadcast Messages are discussed in the first portion of this
document). The notifications option takes the user to a criteria screen to either read all
unread notifications or to view notifications based on a specific data parameter.

Status Date/Time Sent Sender ID Sender Name View Details
IUnread 'l 10722272003 10:04:28 elofcdl elofcidl g
IUnread 'l 102172003 14:27:14 T1CXTO01 T1CxT001 g

The user may delete the notification, leave it as unread, or change it to read. To view
the notification, the user clicks on the icon under “view details”. An example of a
notification is shown below.

MNuotification Profile

FEDERAL AGEMCY 112233444 HAS CERTIFIED AN
AUTHORIZATION TO THE

FOLLOWYING ACCOUNT:

RECIPIENT ID ACCOUNT ID EFFECTIVE DATE
106709 REGT 07 A10/2003

INCREASE/DECREEASE AUTHORIZATION AMOUNT

INCREASE $55,001.00

YOLU MAY USE THE AUTHORIZATION TRANSACTION
[MGLIRY M THE INQLIRY MEMU

TO IMQUIRE 0N THE AUTHORIZATION. —

=]

Users also receive notifications via email for certain transactions. The email address
stored in the user’s profile is used to send email notifications. The only actions that
generate an email to the Requestor and Recipient are:
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1. Cancel payment request by FPA (when a Federal Agency cancels a payment
request)
2. Review Payment Request (specifically rejected payment requests)
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